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February 21, 2007

Instructions for Using the Convicted Felon Notification Report for Adult DOL Firearms Reporting

Note:  The Convicted Felon Notification Report replicates the information that the AOC has already transmitted to the Washington State Office of the Secretary of State (OSOS).  This report is used by the superior courts to replicate the reports, in PDF format, to send to DOL for firearms reporting, and to their county auditor offices for voter rights reporting.
1. Access the Court Resources/Reports/Convicted Felon and Restoration of Voter’s Rights Report page on the Inside Courts Web site.


2. At the Court prompt, enter your three-character JIS Court ID, such as S99.  (This field defaults to “All” courts unless you change it.)


3. At the Report Type prompt, which also defaults to “All,” select the reports as follows:

a. For the DOL Firearms Report, select the first four reports listed:
(To select multiple reports, hold down the CTRL key while clicking each report.)
i. Felony Conviction Notifications

ii. Felony Convictions Recalled

iii. Felony Reversals

iv. Felony Reversals Recalled

b. For the County Auditor’s Report, accept the default of “All.”
4. In the Begin Date field, select the beginning of the date range for which you wish to create the report.  (31 days is the maximum period that can be selected at a time.) 


5. In the End Date field, select the ending date of the period for which you wish to create the report.

6. For Sort Order, click the selection for Defendant Name.  This will alphabetize the report.

7. For Sort Type, accept the default of Ascending.

8. Click Generate Report.

9. Once report appears on-screen in Adobe PDF format, click on File/Save As from the top menu and save the report naming it, for example “March Firearms Report” or “March Auditor’s Report.”


10. E-mail the Firearms report as an attached to firearms@DOL.wa.gov.  The subject line of the email should include your county name, month, and “Firearm Report.”  For example:  “Eastside County March Firearm Report.”

Note:  Completing the above steps for the DOL Firearms report will meet your court’s DOL Firearms reporting requirement for Case Type 1 – Adult Felonies only.  Juvenile convictions are NOT included in the report.  Juvenile deferred disposition cases also need to be reported to DOL Firearms.  There are reports available in Hyperion in the Juvenile Departments’ folder that address juvenile offenders and deferrals.
